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District	
  Assessment	
  Template	
  Creator	
  
	
  

District	
  Content	
  Administrators	
  now	
  have	
  the	
  capability	
  of	
  creating	
  customized	
  versions	
  
of	
  assessments,	
  using	
  assessment	
  items	
  managed	
  in	
  the	
  integrated	
  TCMPC	
  item	
  bank.	
  
These	
  assessments	
  can	
  then	
  be	
  published	
  for	
  district	
  user	
  access.	
  
	
  

Create	
  New	
  Assessment	
  Template	
  
	
  
To	
  access	
  the	
  assessment	
  template	
  creator,	
  go	
  to	
  the	
  District	
  Content	
  section	
  of	
  System	
  
Management	
  and	
  click	
  the	
  District	
  Assessment	
  Template	
  button.	
  
	
  

	
  
	
  

Click	
  the	
  Create	
  New	
  Assessment	
  Template	
  button	
  to	
  begin	
  creating	
  your	
  assessment.	
  
	
  

	
  
	
  

	
  
Title,	
  Grade,	
  Subject,	
  and	
  Course	
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Enter	
  a	
  Title	
  for	
  the	
  assessment	
  and	
  click	
  Continue.	
  
	
  

	
  
	
  

When	
  the	
  template	
  page	
  opens,	
  select	
  the	
  Grade,	
  Subject,	
  and	
  Course	
  (if	
  High	
  School)	
  
for	
  the	
  assessment.	
  
	
  

	
  
	
  
	
  
Student	
  and	
  Teacher	
  Instructions	
  
	
  
Scroll	
  to	
  the	
  Student	
  and	
  Teacher	
  Instructions	
  sections	
  and	
  type	
  in	
  any	
  instructions	
  you	
  
would	
  like	
  to	
  appear	
  on	
  the	
  dynamic	
  view	
  and	
  print	
  version	
  of	
  the	
  assessment.	
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Unit	
  Assessment	
  Items	
  
	
  
Next,	
  click	
  the	
  Manage	
  Assessments	
  button	
  to	
  add	
  questions,	
  or	
  assessment	
  items,	
  to	
  
your	
  assessment.	
  After	
  clicking	
  this	
  button,	
  you	
  will	
  see	
  filter	
  options	
  display.	
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The	
  grade,	
  subject,	
  and	
  course	
  will	
  be	
  pre-­‐selected	
  based	
  on	
  the	
  selections	
  when	
  
creating	
  the	
  assessment.	
  	
  
	
  
Additional	
  search	
  filters	
  include:	
  Unit,	
  Keyword,	
  and	
  Search	
  by	
  Student	
  Expectation.	
  
	
  
Expanding	
  the	
  Student	
  Expectation	
  filter	
  displays	
  a	
  list	
  of	
  standards	
  currently	
  aligned	
  to	
  
available	
  assessment	
  items.	
  If	
  desired,	
  select	
  the	
  checkbox	
  next	
  to	
  a	
  standard	
  to	
  help	
  
narrow	
  your	
  search.	
  
	
  

	
  
	
  

Click	
  Search	
  to	
  display	
  available	
  assessment	
  items.	
  
	
  
Parent	
  resource	
  items	
  such	
  as	
  reading	
  passages,	
  images,	
  or	
  diagrams	
  will	
  be	
  listed	
  
before	
  the	
  related	
  questions.	
  You	
  can	
  view	
  or	
  hide	
  the	
  related	
  questions	
  using	
  the	
  
corresponding	
  link	
  on	
  the	
  item.	
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Click	
  the	
  View	
  Questions	
  link	
  to	
  expand	
  and	
  view	
  the	
  related	
  questions	
  for	
  an	
  item.	
  

	
  
	
  

Click	
  the	
  Hide	
  Questions	
  link	
  to	
  collapse	
  the	
  list	
  of	
  related	
  questions.	
  
	
  

	
  
	
  

To	
  select	
  individual	
  questions	
  from	
  the	
  search	
  results,	
  simply	
  click	
  the	
  checkbox	
  next	
  to	
  
the	
  desired	
  item.	
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To	
  select	
  all	
  questions	
  related	
  an	
  item,	
  without	
  having	
  to	
  select	
  individually,	
  select	
  the	
  
checkbox	
  next	
  to	
  the	
  item	
  name.	
  In	
  this	
  example,	
  selecting	
  the	
  reading	
  passage	
  (or	
  
parent	
  resource)	
  also	
  selects	
  all	
  of	
  the	
  related	
  questions	
  (as	
  highlighted	
  in	
  GREEN).	
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At	
  the	
  top	
  of	
  the	
  search	
  results	
  list,	
  you	
  will	
  also	
  see	
  an	
  option	
  to	
  ‘Select	
  all	
  that	
  match	
  
search	
  criteria’.	
  Choose	
  this	
  option	
  if	
  you	
  would	
  like	
  to	
  quickly	
  select	
  all	
  items	
  without	
  
having	
  to	
  click	
  each	
  item	
  individually.	
  
	
  

	
  
	
  

This	
  automatically	
  selects	
  all	
  items	
  in	
  the	
  results	
  and	
  adds	
  them	
  to	
  your	
  assessment	
  
template.	
  You	
  will	
  see	
  each	
  item	
  title	
  bar	
  highlighted	
  in	
  GREEN	
  when	
  selected.	
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Once	
  you	
  have	
  selected	
  questions	
  for	
  the	
  assessment,	
  click	
  the	
  Close	
  button.	
  All	
  
selected	
  items	
  are	
  now	
  displayed	
  on	
  the	
  assessment	
  template.	
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You	
  have	
  the	
  option	
  to	
  Remove	
  an	
  item	
  from	
  the	
  template,	
  or	
  Edit	
  the	
  item	
  to	
  modify	
  
it.	
  You	
  can	
  also	
  reorder	
  items	
  by	
  using	
  the	
  up	
  and	
  down	
  arrows	
  on	
  any	
  item.	
  
	
  

	
  
	
  
	
  
Additional	
  Questions	
  
	
  
If	
  you	
  would	
  like	
  to	
  add	
  questions	
  to	
  the	
  assessment	
  that	
  are	
  not	
  part	
  of	
  the	
  TCMPC	
  
item	
  bank,	
  you	
  can	
  use	
  the	
  Additional	
  Questions	
  section	
  at	
  the	
  bottom	
  of	
  the	
  page.	
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This	
  optional	
  section	
  includes	
  a	
  standard	
  text	
  box	
  with	
  formatting	
  tools,	
  allowing	
  you	
  to	
  
enter	
  your	
  own	
  text	
  and	
  graphics	
  or	
  copy/paste	
  from	
  another	
  source.	
  
	
  
	
  
	
  
Click	
  Save	
  in	
  the	
  upper,	
  right	
  corner	
  of	
  the	
  page	
  to	
  save	
  your	
  entries.	
  	
  
	
  

	
  
	
  

Click	
  Preview	
  to	
  view	
  a	
  dynamic	
  version	
  of	
  the	
  assessment	
  template.	
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Close	
  the	
  document	
  viewer	
  by	
  clicking	
  the	
  ‘x’	
  in	
  the	
  upper	
  right	
  corner	
  of	
  the	
  Preview	
  
window.	
  
	
  

	
  
	
  
	
  
Click	
  the	
  Back	
  button	
  to	
  return	
  to	
  your	
  list	
  of	
  created	
  assessment	
  templates.	
  
	
  

	
  
	
  



TEKS	
  Resource	
  System	
  |	
  District	
  Content:	
  District	
  Assessment	
  Template	
   	
   	
  
	
  

	
   13	
  

	
  
	
  

	
  

Publish	
  District	
  Assessment	
  Template	
  
	
  
To	
  make	
  assessments	
  available	
  to	
  district	
  users,	
  the	
  item	
  must	
  be	
  published.	
  	
  
	
  
When	
  an	
  assessment	
  is	
  first	
  created	
  its	
  status	
  is	
  displayed	
  as	
  ‘Draft’,	
  indicating	
  it	
  is	
  not	
  
published.	
  
	
  

	
  
	
  
	
  
From	
  your	
  Manage	
  Assessments	
  list,	
  find	
  the	
  assessment	
  and	
  click	
  YES	
  for	
  the	
  ‘Publish	
  
to	
  live	
  site?’	
  option.	
  The	
  status	
  for	
  the	
  item	
  changes	
  to	
  ‘Live’	
  
	
  

	
  
	
  
	
  
The	
  assessment	
  will	
  now	
  be	
  available	
  to	
  district	
  users	
  through	
  the	
  Search	
  All	
  
Components	
  feature	
  on	
  the	
  District	
  Resources	
  tab.	
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Clicking	
  the	
  title	
  displays	
  the	
  dynamic	
  view	
  of	
  the	
  assessment,	
  with	
  options	
  for	
  teachers	
  
to	
  create	
  their	
  own	
  version	
  (optional	
  –	
  see	
  Create	
  My	
  Version	
  Option	
  for	
  Teachers	
  
section	
  below),	
  add	
  to	
  their	
  Favorites,	
  or	
  print	
  a	
  PDF	
  version	
  of	
  the	
  assessment.	
  
	
  

	
  

	
  

Manage	
  District	
  Assessment	
  Template	
  
	
  
From	
  the	
  Manage	
  Assessments	
  Templates	
  page,	
  you	
  also	
  have	
  the	
  options	
  to	
  Preview,	
  
Edit,	
  or	
  Delete	
  the	
  assessment	
  template.	
  
	
  

	
  
	
  
If	
  an	
  assessment	
  has	
  been	
  modified,	
  the	
  Last	
  Updated	
  information	
  will	
  be	
  displayed	
  in	
  
yellow.	
  If	
  changes	
  were	
  made,	
  simply	
  click	
  Yes	
  to	
  republish	
  the	
  template.	
  
	
  
	
  

Assessment	
  Creator	
  for	
  District	
  Users	
  
	
  
Before	
  district	
  users	
  can	
  create	
  their	
  own	
  assessments,	
  the	
  District	
  Content	
  
Administrator	
  must	
  verify	
  the	
  Create	
  My	
  Version	
  setting	
  is	
  turned	
  ON	
  for	
  the	
  district.	
  
This	
  can	
  be	
  done	
  through	
  the	
  Content	
  Administration	
  page	
  in	
  System	
  Management.	
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Click	
  the	
  System	
  Management	
  link	
  in	
  the	
  upper,	
  right	
  corner	
  and	
  select	
  Content	
  
Administration.	
  
	
  

	
  
	
  
	
  
In	
  the	
  District	
  Content	
  Settings	
  section,	
  go	
  to	
  the	
  Create	
  My	
  Version	
  setting	
  in	
  the	
  Unit	
  
Assessment	
  Items	
  row.	
  Click	
  the	
  toggle	
  button	
  to	
  ON	
  to	
  make	
  this	
  option	
  available	
  to	
  all	
  
users	
  in	
  the	
  district.	
  
	
  

	
  
	
  
District	
  users	
  will	
  now	
  be	
  able	
  to	
  access	
  the	
  Assessment	
  Creator	
  tool	
  in	
  District	
  
Resources,	
  as	
  well	
  as	
  the	
  Create	
  My	
  Version	
  option	
  on	
  a	
  district-­‐created	
  assessment.	
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Additionally,	
  unit	
  assessment	
  restrictions	
  for	
  grade	
  level	
  and	
  subject	
  area	
  apply,	
  if	
  they	
  
have	
  been	
  turned	
  on	
  by	
  the	
  district	
  or	
  campus.	
  
	
  
Assessment	
  Creator	
  tool:	
  
	
  

	
  
	
  
	
  
Create	
  My	
  Version	
  option	
  on	
  district	
  assessment:	
  
	
  

	
  
	
  
	
  

	
  
	
  
	
  
**NOTE:	
  Although	
  this	
  may	
  be	
  turned	
  ON	
  at	
  the	
  district	
  level,	
  Campus	
  Content	
  
Administrators	
  have	
  the	
  capability	
  of	
  turning	
  this	
  ON/OFF	
  at	
  the	
  campus	
  level.	
  


